


What is new about our performance What is new about our performance 
management program?management program?

►►Performance ratings Performance ratings and pay increasesand pay increases are are 
determined by your results.determined by your results.

►►Measurable goals are the foundation of this Measurable goals are the foundation of this 
new program.new program.

►►The objective of the program is continuous The objective of the program is continuous 
improvementimprovement——reaching higher targets each reaching higher targets each 
year.year.

Presenter�
Presentation Notes�
The performance management process, implemented January 1, 2006, is a big change from what was in place previously.



It is the results or outcome of your work which is important --- not just the activities you perform day to day.



You should have received an Employee Work Profile at the beginning of the performance period which included goals.  A goal must be measurable.  Often, success on a goal is measured in terms of quality of work and timeliness of completion.



We are striving for an organization which continually improves; setting higher targets for yourself each year is part of continuous improvement.

�



Performance Appraisals Performance Appraisals 
Delivered in 2007!Delivered in 2007!

►►

 

When?When?
January 2007 for frontJanuary 2007 for front--line line 
employeesemployees
April 2007 for PAT 3 and above, April 2007 for PAT 3 and above, 
SAMPAT, and executivesSAMPAT, and executives

►►

 

How?How?
You meet with your supervisor to You meet with your supervisor to 
review your annual performance review your annual performance 
evaluation.evaluation.
You learn what performance You learn what performance 
increase you will receive.increase you will receive.
You and your supervisor develop You and your supervisor develop 
your work profile for 2007.your work profile for 2007.

Presenter�
Presentation Notes�
If you are a front line employee, you will be eligible for an performance-based increase on the second paycheck in January.



PAT 3 and above, SAMPAT, and Executive (and Lt and above at DOC) employees will be eligible for the pay increase on the April.



If you are a January eligible employee, you will be meeting with your immediate supervisor after January 1 to both review the annual performance appraisal report and to plan with your supervisor for the upcoming performance period – by developing your Employee Work Profile.  At that time, the employee will learn what, if any, performance increase was earned.



(NOTE to presenter:  you may want to come prepared with a one page list of the job categories for January-eligible and April-eligible employees)



�



Performance Evaluation SchedulePerformance Evaluation Schedule
Evaluation PeriodEvaluation Period Pay Raise ReceivedPay Raise Received

January EligibleJanuary Eligible
EmployeesEmployees

1/1/06 1/1/06 –– 
12/31/0612/31/06

Jan 17 , 2007 Jan 17 , 2007 
((““BB””))

Jan 24, 2007 Jan 24, 2007 
((““AA””))

April EligibleApril Eligible
EmployeesEmployees

4/1/06 4/1/06 –– 
3/31/073/31/07

April 11, 2007 April 11, 2007 
((““BB””))

April 18, 2007 April 18, 2007 
((““AA””))

Presenter�
Presentation Notes�
The evaluation period will differ for the two different groups of employees (dates displayed above, with the corresponding date of the paycheck)

�



Your Performance EvaluationYour Performance Evaluation

►► Did you have a work profile Did you have a work profile 
for 2006?for 2006?

If so, the performance If so, the performance 
expectations on the evaluation expectations on the evaluation 
should be the same as on the should be the same as on the 
work profile. work profile. 
If you did not have a work If you did not have a work 
profile, your supervisor could profile, your supervisor could 
use performance expectations use performance expectations 
contained in your job contained in your job 
description.description.
For 2007, every employee For 2007, every employee 
should have a work profile.  should have a work profile.  

Presenter�
Presentation Notes�
(Read the slide)



You should discuss with your supervisor your performance expectations, and should participate in creating the work profile.  This conversation ideally would happen at the same time as you are given your performance appraisal for the previous review period --- after January 1 for front line employees; after April 1 for PAT 3 & above, SAMPAT and executives.�



Your Performance EvaluationYour Performance Evaluation

►► What does the overall rating reflect?What does the overall rating reflect?
It measures the results of your work It measures the results of your work 
(Performance Expectations) and how you (Performance Expectations) and how you 
performed the work (General Factors).performed the work (General Factors).
It is not a mathematical formulaIt is not a mathematical formula——your your 
management decides how important each  management decides how important each  
performance expectation is and what additional performance expectation is and what additional 
general factors to include, beyond the standard general factors to include, beyond the standard 
factors.factors.

Presenter�
Presentation Notes�
The Overall Rating reflects the decision by your immediate supervisor and upper management at your agency as to (1) the results you produced over the review period on your individual Performance Expectations taken collectively, and (2) How you performed your work as measured by the General Factors.



There are General Factors which are required of all state employees, such as Teamwork, Customer Service, and Job Knowledge.  There are additional General Factors assigned by your management team to your position and other positions in your agency which perform the same type of work.



Your Overall Rating is not determined by a formula.  It is NOT the case that any points or percentage weights assigned to individual Performance Expectations and/or General Factors will produce an automatic mathematical result for your Overall Rating.

�



Your Performance Your Performance 
EvaluationEvaluation

►►What does a rating of What does a rating of ““Meets Meets 
ExpectationsExpectations”” mean?mean?

It means that you are meeting It means that you are meeting 
ALL ALL significant performance significant performance 
expectations of your job.expectations of your job.
It is a very good rating!It is a very good rating!
Most employees will receive Most employees will receive 
this rating and receive a 4% this rating and receive a 4% 
pay increasepay increase——doubledouble what the what the 
general salary adjustment was general salary adjustment was 
last year.last year.

Presenter�
Presentation Notes�
It is very important that you fully understand what it takes to Meet Expectations for each and every Performance Expectation, both in terms of the quality of work results or outcome, and the timeliness standard for completion.



An Overall Rating of Meets Expectations is more than just performing work at a “Satisfactory” level --- it means that you have met ALL significant expectations and it is a very good rating!



Most of us will receive this rating, because we do at least what is expected and often go above and beyond the call of duty to make sure the job is done well all the time, and that our customers’ expectations have been met or exceeded.



If you receive this Overall rating of Meets Expectations you will receive a 4% pay increase in 2007 --- DOUBLE what the “General Salary Adjustment” was last year.



�



Your Performance EvaluationYour Performance Evaluation

►►Who receives a rating of Who receives a rating of ““Exceeds Exceeds 
ExpectationExpectation””??

Only those employees who are exceeding Only those employees who are exceeding ALLALL
significant performance expectations of their significant performance expectations of their 
job.job.
These are the employees we often think of as These are the employees we often think of as 
the the ““superstars.superstars.”” How many of these do you How many of these do you 
know???know???

Presenter�
Presentation Notes�
Only those rare people who exceed ALL significant performance expectations will get an Overall rating of Exceeds.



These are the people who can be characterized as “superstar” performers --- think of the “Most Valuable Player” in any given sporting event --- there is only 1 MVP for the event.



If you took a silent vote, everyone in your Division would most likely vote for the same person.  



It is the person who not only exceeds all significant expectations of their own job, all the time, but has acquired the competencies to help others in the work group on the most challenging situations.  This person also has the capability to anticipate customer needs and what improvements to work processes will better serve our customers --- to move the organization forward into the future.�



Your Performance Your Performance 
EvaluationEvaluation

►►

 

What if you receive an overall What if you receive an overall 
rating of rating of ““Does Not Meet Does Not Meet 
ExpectationsExpectations…….are you about to be .are you about to be 
fired?fired?

No!  But the ball is in your court to No!  But the ball is in your court to 
make some changes.make some changes.
This rating is given to any employee This rating is given to any employee 
who is not meeting any who is not meeting any one or moreone or more
significant performance expectations significant performance expectations 
of their job.of their job.
You will be given a work improvement You will be given a work improvement 
plan to address the area(s) not plan to address the area(s) not 
performed up to par.performed up to par.
You are expected to bring your You are expected to bring your 
performance up to expectations and if performance up to expectations and if 
you donyou don’’t, there will be consequences.t, there will be consequences.

Presenter�
Presentation Notes�
If you receive an Overall rating of Does Not Meet Expectations, does that mean that you are about to be fired???



NO!  But it does mean that one or more significant expectations or General Factors have not been met --- or it could mean that you have received disciplinary action on some significant aspect of work behavior during the review period.    (NOTE to presenter:  disciplinary action is not a Letter of Counseling or a Fact File entry; it is a Reprimand or Suspension.)



If you have not met a significant expectation, you would have been given or will be given a Work Improvement Plan to address the problem areas and to help you bring your work performance up to par.



(NOTE to presenter:  WIPs are 30, 60 or 90 days.  At management’s discretion, if the employee is very close to succeeding at the end of the WIP a second WIP may be given)



In the event you do not succeed on your Work Improvement Plan by bringing your performance up to expectations there will be consequences ---reassignment, demotion or dismissal.      (NOTE to presenter:  reassignment is transfer to a same level position with different duties.)



�



Why are we doing this?Why are we doing this?
►►This program enables managers to more This program enables managers to more 

precisely define the work to be performed precisely define the work to be performed 
to meet the agencyto meet the agency’’s strategic objectives.s strategic objectives.

►►It differentiates performance and the It differentiates performance and the 
rewards that are associated with rewards that are associated with 
performance.performance.

Exactly opposite of our old practices where Exactly opposite of our old practices where 
everyone treated the sameeveryone treated the same----pay increases now pay increases now 
depend on what you accomplish.depend on what you accomplish.

Presenter�
Presentation Notes�
This Performance Management program is important to ensure that each person’s work objectives are precisely defined in order to meet the agency’s strategic plan.



By having very different monetary rewards tied to each level of work outcome (Meets, Does Not Meet and Exceeds) this program clearly differentiates between those levels of performance and appropriately rewards them.



This is exactly the opposite of what used to be known as the “General Salary Adjustment” where everyone got the same pay increase --- from the person who just shows up to work and barely gets by, to the Superstar performer.  Your pay increase will now depend on what you accomplish.�



Distribution of Expected Distribution of Expected 
RatingsRatings

►► More than 30,000 employees will More than 30,000 employees will 
participate in this program.participate in this program.

►► We expect to see a normal We expect to see a normal 
distribution of ratings, using distribution of ratings, using 
accepted statistical methods.accepted statistical methods.

►► That means that about 80% of That means that about 80% of 
the workforce will be in the Meets the workforce will be in the Meets 
Expectations category, which Expectations category, which 
covers a broad range of covers a broad range of 
performance.  About 10% will be performance.  About 10% will be 
at each end.at each end.

Presenter�
Presentation Notes�
A “Normal Statistical Distribution” looks like a bell shaped curve.  For large populations --- such as the 30,000 plus state employees who will participate in this program --- it is a known fact that the distribution around a particular characteristic will approximate this bell shaped curve.  The characteristic we are using is “performance.”



What this means, where you have 3 levels of performance, is that we expect about 80% of the workforce to be rated as Overall Meets Expectations.  The actual work output or goal accomplishment for this large group of employees (the 80% that is) will encompass a broad range of performance.



Because 80% is in the middle, we expect that about 10% of the workforce will be rated at either end of the performance bell shaped curve (or normal distribution) --- about 10% Does Not Meet Expectations at the bottom end, and about 10% Exceeds Expectations at the top end.



This does not necessarily mean that in any given state agency or any given division of a larger agency there will be exactly 10% of the employees struggling with performing a significant part of the job or goal --- such that they are rated overall Does Not Meet Expectations.  It does mean that in most agencies of any size there will be some portion of the employees who are struggling and need help by way of a Work Improvement Plan, and some portion of the employees who consistently across the review period perform as Superstars, and are rated as Exceeding Expectations.�



Why is the Distribution Important?Why is the Distribution Important?
►► The money available for these increases is not a The money available for these increases is not a 

bottomless pit!  Bbottomless pit!  Because of the generous pay ecause of the generous pay 
increases tied to this program, if our results donincreases tied to this program, if our results don’’t t 
mirror a normal distribution, we will not have mirror a normal distribution, we will not have 
enough money to reward our employees.enough money to reward our employees.

►► There is no reason to think the state employee There is no reason to think the state employee 
population is different from a normal distribution.population is different from a normal distribution.

►► Supervisors and managers are still learning how to Supervisors and managers are still learning how to 
measure performance in this new system and the measure performance in this new system and the 
distribution is a good check on whether we are distribution is a good check on whether we are 
doing it correctly.doing it correctly.

►► But common sense will always prevail!But common sense will always prevail!

Presenter�
Presentation Notes�
Just like your family and my family must operate within a budget, each state agency and state government as a whole must operate within a budget.  There is only a limited amount of money available for our pay increases.  And, because the increases have been set at generous levels --- 4% for Meets Expectations and 10% for Exceeds Expectations this year --- if the distribution is too lopsided there won’t be enough money to reward everyone who has earned a reward.



Moreover, there is no reason to believe in a population of 30,000 state employees that the distribution would be different from a normal distribution or standard bell shaped curve.



The resulting distribution of Overall performance ratings provides a good check on whether we are doing the program correctly.  Supervisors and Managers are still learning how to measure performance, and looking at these results can help us be consistent in applying the similar standards across agencies for what Exceeds Expectations and what Does Not Meet Expectations.



Having said that, common sense will always prevail when it comes to making a decision for any given employee.�



This program requires This program requires 
employee involvementemployee involvement

►►Performance management is Performance management is 
an interactive process done an interactive process done 
with with an employee, not an employee, not toto an an 
employee.employee.

►►Employees need to Employees need to 
understand their role.understand their role.

Presenter�
Presentation Notes�
(Read slide)



You should understand your role in this process, which include your asking questions and actively participating in the process.



�



Employee RoleEmployee Role
►► Be involved in establishing your work profileBe involved in establishing your work profile

Ask questions to make sure you understand each Ask questions to make sure you understand each 
performance expectation and general factor.performance expectation and general factor.
Be sure you completely understand how each Be sure you completely understand how each 
performance expectation and factor will be performance expectation and factor will be 
measured, what result will earn a rating of measured, what result will earn a rating of 
““Meets ExpectationMeets Expectation””
If you donIf you don’’t have a work profile within the first t have a work profile within the first 
month of the month of the ““review yearreview year”” keep asking when keep asking when 
you can meet to put one together.you can meet to put one together.

Presenter�
Presentation Notes�
Ask questions to make sure you understand each performance expectation and general factor.



Be sure you completely understand how each performance expectation and factor will be measured, what result will earn a rating of “Meets Expectation.”  Each performance expectation is written to reflect the goals for your position, and the individual responsibilities of your position.  



Each Performance Expectation statement within your work profile should contain criteria or standards by which a rating of Meets Expectations will be measured.  The language of the Performance Expectation should specifically describe outcome to be achieved.  Often, that is captured in terms of the quality of work which will meet expectations, and should include a timeline or timeliness standard.



For the General Factors (Customer Service, Teamwork, etc), there are examples of work behavior already established as standards.  The document which provides those examples of work behaviors is called the Behaviorally Anchored Rating Scale, and is available on line at the State Personnel Intranet site --- look under the heading of Employee Relations and click on Performance Management to read or print it.



If you don’t have a work profile within the first month of the “review year” keep asking when you can meet to put one together.  Your review year either starts January 1 or April 1 depending on your job classification.



�



Employee RoleEmployee Role

►► Bring to your supervisorBring to your supervisor’’s s 
attention, conditions or attention, conditions or 
circumstances that are changing circumstances that are changing 
during the review year, which during the review year, which 
could impact your ability to could impact your ability to 
complete a performance complete a performance 
expectation.expectation.

►► Ask your supervisor periodically Ask your supervisor periodically 
how you are doing and ask for how you are doing and ask for 
at least one meeting midat least one meeting mid-- way way 
through the review period to through the review period to 
review how your performance is review how your performance is 
measuring up.measuring up.

Presenter�
Presentation Notes�
(Read slide)�



Employee RoleEmployee Role
►►If you disagree with the performance rating If you disagree with the performance rating 

you receivedyou received
Check to see if you achieved results which are Check to see if you achieved results which are 
not included on the evaluationnot included on the evaluation——remember that remember that 
this is an evaluation of results, not activities.this is an evaluation of results, not activities.
Discuss with your supervisor any questions you Discuss with your supervisor any questions you 
have about what is on the evaluation.have about what is on the evaluation.
Seek out a member of your agency HR Seek out a member of your agency HR 
department to discuss.department to discuss.

Presenter�
Presentation Notes�
You may not agree on all of your ratings.  If there are results which were not included or considered in the evaluation, bring it to your supervisor’s attention.  Be aware that if the results occurred prior to the current review period, they will not be included.



Remember that over the course of the review period it is results that are measured, not the day-to-day, hour-to-hour activities or tasks that you perform. 



If your supervisor is not able to answer your questions, seek out a member of your agency HR department to discuss your questions or concerns.�



Promotions/Transfers During Promotions/Transfers During 
Review YearReview Year

►►

 

Your performance evaluation is an Your performance evaluation is an 
appraisal of your appraisal of your entire yearentire year of of 
performance.performance.

What if promoted and move to a new What if promoted and move to a new 
agency?agency?
What if transferred to a new agency What if transferred to a new agency 
and no work profile existed in the old and no work profile existed in the old 
agency?agency?
What if still on a working test for a What if still on a working test for a 
new merit position, even though new merit position, even though 
worked for the State the entire year.worked for the State the entire year.

►►

 

Both agencies must contribute to Both agencies must contribute to 
the evaluation.  Typically, an the evaluation.  Typically, an 
agency will send an interim agency will send an interim 
evaluation when an employee evaluation when an employee 
transfers.transfers.

Presenter�
Presentation Notes�
Your performance evaluation is an appraisal of your entire year of performance



If you moved to a new agency during the review period, your old supervisor should communicate the results of your work prior to the move --- ideally an “interim” performance appraisal report is completed and sent to the new agency.  



Both agencies will contribute to the evaluation.   The final decision as to the ratings is made by the agency for whom the employee works at the end of the review period.



What happens if no Work Profile existed at the old agency?  Your old supervisor should evaluate and communicate to your supervisor an evaluation based on the job description.



What if you are still on a working test for in a merit job classification which is new to you --- you will get a “permanent status” appraisal independent of your annual performance review.  So, you may get this appraisal before or after your annual appraisal, depending on when you started in the new merit classification.  However, your annual review will include all work you performed during that review period regardless of whether you worked in more than one classification or not.�



New Hires and RehiresNew Hires and Rehires
►► Those employed at least 6 months will be Those employed at least 6 months will be 

reviewed on schedule with their peers, but any reviewed on schedule with their peers, but any 
potential increase will be pro rated down to reflect potential increase will be pro rated down to reflect 
less than a full year of performance.less than a full year of performance.

►► Those employed less than 6 months will wait until Those employed less than 6 months will wait until 
next year to be reviewed and  any potential next year to be reviewed and  any potential 
increase will be proincrease will be pro--rated up to reflect more than rated up to reflect more than 
12 months of performance.12 months of performance.

Presenter�
Presentation Notes�
Those employed at least 6 months will be reviewed on schedule with their peers, but any potential increase will be “pro-rated down” to reflect less than a full year of performance.



January-eligible employee hired between January 1, 2006 and June 30, 2006 will be “pro-rated down” – for Meets, will get less than the 4%.

April-eligible employee hired between April 1, 2006 and September 30, 2006 will be “pro-rated down” – for Meets, will get less than the 4%.



Those employed less than 6 months will wait until next year to be reviewed and  any potential increase will be pro-rated up to reflect more than 12 months of performance.



January-eligible employee hired on or after July 1, 2006 will be “pro-rated up” (for Meets, more than 4%) to reflect more than 12 months of performance, and will not be eligible until the following year --- increase to be received in January 2008.

April-eligible employee hired on or after October 1, 2006 will be “pro-rated up” (for Meets, more than 4%) to reflect more than 12 months of performance, and will not be eligible until the following year --- increase to be received in April 2008.







�



Further questions after today?Further questions after today?

►►Talk with your supervisor, Talk with your supervisor, 
your agency human resources your agency human resources 
professional or log onto the professional or log onto the 
performance management performance management 
web page:web page:

http://http://www.in.gov.jobs/employeerelations/perf_app_info.htmlwww.in.gov.jobs/employeerelations/perf_app_info.html

Presenter�
Presentation Notes�
(Read the slide)�

http://www.in.gov.jobs/employeerelations/perf_app_info.html
http://www.in.gov.jobs/employeerelations/perf_app_info.html
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